Creating a Non Relative/Non Licensed Provider

1. Create a Home Inquiry on the desktop by Create>Provider>Home Inquiry.

) eWISACWIS - Microsoft Internet Explorer provided by DHFS - State of Wisconsin =10/ x|

eWiS ACWIS randery " [ caarth it (@ Help (@ Logout (1
irkai ities  Adoption Search Help
Casze wark #
Firancidwok  » |Sktop eWiSACWIS Messages and Links
Provider ‘work. Paricipant view
1 EWISACYIS Knowledne Whieh
Intake »
m Herme Inquiy
Recruitment Event Frivvate Provider
County Messages and Links
B workers
b Approvals no value selected - plain black text.
b Intakes BOLD AHD RED ALL CAPS
bold and red
Brand Mew Hypetlink Added - should be the secand typetlink
test for the County Messages and Links Section of the
application.
@ Done |_|_|_|_|E|_|Q Trusted sites 4

Creating a Non-Relative/Non-Licensed Provider
10/05/05 1



2. Search the individual(s) that are requesting to be the provider. If the individuals are
known to the system, select them by ‘Add Participants’. If not known to the system,
‘Create’ them. Select Continue to advance to the Members Tab of the Home Inquiry
Page. Further detailed information regarding Search can be found on the Knowledge
Web.
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3. Onthe Member’s Tab, select roles for all individuals. Remember, Parent 1, must be
selected for one individual in the group. This is generally the female head of the
household. The Add/Edit button allows the participants Person Management records to
be updated or Add will allow additional participants to be added to the record.

2} Home Inquiry - Microsoft Internet Explorer provided by DHFS - State of Wisconsin
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4. On the Basic Tab, complete the Marital Status, Language, and County. The Inquiry Tab
and Primary Referral Source will also need to be completed.
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5. The worker and/or supervisor will need to complete the Home Inquiry with a Screening
Decision. Save and Close the Home Inquiry. Once the Home Inquiry is
Accepted/Screened In by the supervisor, select the Close button to close the Home
Inquiry. A provider record will automatically be created based on this Home Inquiry.

2} Home Inquiry - Microsoft Internet Explorer provided by DHFS - State of Wisconsin
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6. The new provider record will appear on the supervisor’s desktop under the Provider
Expando. It may be necessary to close and re-open the Provider Expando to refresh the
data before the new provider record appears. The supervisor will need to give an
assignment to another worker if they will not be maintaining the provider record
themselves. Access the Provider under the Provider Expando. If there is a need to refer
back to the Home Inquiry documented for this provider, it will be listed under the License
icon.
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7. On the desktop, select Create>Provider Work>Maintenance>Maintain Provider and
select the appropriate provider. Select the Create button. The Home Provider window

will open for the Provider selected.

Z} Create Provider Work - Microsoft Internet Explorer provided by DHFS - State of Wisconsin
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8. On the Home Provider window, Basic group box, select the appropriate Type, the Status
will be Active. The License Type is Not Licensed and the License Agency is the county
that placed the child.
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9. Complete the Member’s and Characteristics Tabs as usual.
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leWiS ACWIIIS

a Home Provider - Microsoft Internet Explorer provided by DHFS - State of Wisconsin
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10. Complete the Provider Capacity on the Services Tab in addition to the Preferences for
Gender and Age Preferences. Select the Edit Unlicensed Services Hyperlink.

7} Home Provider - Microsoft Internet Explorer provided by DHFS - State of Wisconsin
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11. Select Insert on the Edit Unlicensed Services. Select the appropriate Category and Type.
The Status will need to be set to Active and the Total Capacity needs to equal the
Provider Capacity. Once all work has been completed, select the Save button and Close
button to Save work and return to the desktop.

3 Edit Unlicensed Services -- Web Page Dialog
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12. Once the unlicensed service type(s) are in place, the child’s unlicensed placement can be
documented with this provider.
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